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Preparing for Interviews
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My Skills For Employability 

Employers need to know that you are employable – not just able to pass exams!

Key Skills are very important – they are the skills that employers need in all of their workers. It is important that you have evidence that you have these Key Skills. Examination results and other qualifications are not always enough! Make sure that you collect evidence in your planner
What qualities do you think make an individual employable?
Different jobs may also require special skills or qualities. Ensure you choose a placement that supports your qualities.

You can use this list to circle those qualities required for your work experience placement:

Name: ...............................................

Job Title: ................................................................
	Accurate
	Effective
	Polite

	Adaptable
	Energetic
	Practical

	Artistic
	Enthusiastic
	Punctual

	Assertive
	Flexible
	Reliable

	Calm
	Funny
	Responsible

	Cautious
	Honest
	Scientific

	Confident
	Impulsive
	Self-motivated

	Conscientious
	Independent
	Sensitive

	Co-operative
	Imaginative
	Serious

	Courageous
	Loyal
	Sociable

	Creative
	Mature
	Strong

	Daring
	Methodical
	Tactful

	Decisive
	Moody
	Thorough

	Dependable
	Open-minded
	Thoughtful

	Determined
	Outgoing
	Tolerant

	Discriminating
	Patient
	Warm

	Dominating
	Perceptive
	

	Efficient
	Persistent
	


How does this list compare with your view of yourself?
Personality

(You could swap with another person in the group and ask them to do this. When they have finished you could both discuss the results and see if you agree!)

Could I be more?

	Cheerful?
	Yes/No

	Enthusiastic?
	Yes/No

	Responsive?
	Yes/No

	Lively
	Yes/No

	Outgoing
	Yes/No


	How do I come across to others?



	How could I improve?




Body Language

	When meeting/talking to people in a formal situation:

	Do I keep good eye contact?
	Yes/No

	Do I sit straight but relaxed?
	Yes/No

	Do I smile on meeting or while talking?
	Yes/No

	Do I look down or frown when asked a difficult question?
	Yes/No

	Do I cross my arms when talking?
	Yes/No

	Do I yawn while people are discussing points?
	Yes/No

	Do I bite my nails, fiddle with rings etc?
	Yes/No


Remember! You don’t get a second chance to make a first impression.

Summary

Write below the main points from today’s session to help with your interview and preparation.

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________
The Interview Quiz
Would you impress an interviewer? Read the questions and circle the answers you think are right. Use the answer sheet to work out your score.

	1) You are about to get dressed to go for your interview. What do you decide to wear?

a) Your jeans and a t-shirt.

b) Smart and tidy clothes.

c) Your latest, most fashionable clothes.
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2) Your interview is at 9.30 am. What is the best time to arrive?

a) 9.30 am.

b) 9.00 am.

c) 9.20 am.

3) You have to get two buses to your interview. As you get off the first bus you realise that you are going to be late. What do you do?

a) Find a phone box and phone to say you will be late.

b) Just jump on the next bus so you will get there as quickly as possible.

c) Go home – you’ve spoilt your chances by being late.
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4) You arrive early for your interview. What do you do while you are waiting?

a) Go outside for a smoke to calm you down. 

b) Have a wander around the building.

c) Read over the information you have brought with you.

5) The secretary takes you in the interview room. What do you do?

a) Introduce yourself to the interviewer and sit down.

b) Wait to be told what to do. 

c) Go up to the interviewer and shake hands.
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6) You are very nervous – what do you do to make yourself feel better?

a) Take a deep breath and just be yourself.

b) Chew some gum.

c) Be really funny and make jokes.

7) How do you sit during your interview?

a) With your arms and legs crossed.

b) With your back straight.

c) With your arm over the back of the chair so that you look relaxed.

8) What are you like during the interview?

a) friendly, jokey, boastful, loud

b) sensible, polite, modest, quiet

c) friendly, polite, enthusiastic, positive
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	9) How do you answer the questions?

a) By thinking about your answer for a few seconds before you say anything.

b) By answering as quickly as possible.

c) By talking for as long as you can every time you give an answer.
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10) Your interviewer has asked you a question which you haven’t really understood. What do you do?

a) Guess what has been said and answer the question anyway.

b) Say ‘I don’t know’.

c) Ask the interviewer to repeat the question.

11) Your interview is over. What do you say to the interviewer?

a) Have I got the job then?

b) Thank goodness that’s over!

c) Thank you for interviewing me.


Before your interview

	When you find out that you have an interview you must:

· write or phone to say that you can attend

· if you can’t attend – write or phone to explain


	Before you go for the interview:

· read the letter you have been sent

· check the time an place of the interview


· have a trial run at getting to the place where your interview is


· find out as much as you can about the job you applied for


· find out as much as you can about the organization


· read your letter of application, application form or CV again


· try to find out the name of the interviewer(s)


· think of questions you could be asked and practice your answers


· think of questions you would like to ask




	Check through the information you have been sent, to see if you need to take any of the things in the list below:
exam certificates

record of achievement

samples of your work

It is also a good ideas to take:

any information you have about the organization

your letter of application, application form or CV

the letter you were sent about your interview

a note of the phone number in case you get held up

a notebook and pen




At the end of an interview, you are usually asked if you have any questions.

When you are preparing for an interview, try to think of questions to ask.

Here are some examples. Tick any that you think you might use. Choose a few only.

	What sort of things would I do in this job?

	
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	Who would I work with?
	


	

	Would I need any special clothing or tools?
	


	

	Who would be my supervisor?
	


	

	Would I be given any training?
	


	

	Would I have to take any courses?
	


	

	Would I be able to get any qualifications?


	


	

	Is there any chance of promotion?
	


	

	What hours would I work?
	


	

	May I look at the place where I would work?
	


	


	Use this space to write down any other questions you could ask.




	Why might it not be a good idea to ask about things like pay and holidays at this time?




	Before you leave the interview room ask these questions.
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When will I hear the result of the interview?

How will you get in touch with me? 

Will you let me know if I do not get the job?

       Remember to thank your interviewer!
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